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1. Agency Address 
state Merit System of Personnel Admin. 
Training & Staff Development Division 
244 Washington Street 
Room 554 

~.. ~i~l_ 

DBte Com~teted . . 

--.~atlanta._~:@S~i_R, a-LaL== __ _i 3 0 197LI-~-_.-~. SEP 19 1979 

L -~ . .. - - . -- --I--.-I - - ~~ _ _  ~. ~ -. - . 

?. Racord brier bcsqiption . t h i s  file contains the following documents (include form .- numbenmd ~ ~. titles, if any):. 
Attach samples of the file. 

&&&ntb&at{ng'to:~' . admin i s te r i ng~   the^ Employees' Suggest ion  Program statewide, tncl uding 
accepting, reviewing, and determining the feasibility of employee : .  
suggestions for revisions in State operating procedures which may 
result in savings of time or money, or in improved employee safety; 
and 

.. 

... 1".'..",. .... 
making awards to employees whose suggestions are adopted. 

Included are: copy of Employee Suggestion Transmittal Form ( no # ), copy of ' 

employee's suggestion (form MS 51-01>, suggestion evaluation data, 
suggestion committee report (form Hs 51-02), related correspondence, 

, and. awards information if suggestion is adopted. 
~ -. 
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~. . .. . .  The following requires the series to be kept: 

1 years. d. Audit period --years. 
years. 

-years. years. c Federal law f. Federal retention instructions 

Attach copy 01 excert of laws 01 regul&ions. Explain administrative need. 

4 It. Rotenth Rqulrementr 

8. St8t;bW 
b. Statute of limitation years. . -  e, Administrative need 2 
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EMPLOYEES SUGGESTIONS RULES & REGULATIONS Section P 1 a 
. .  i ~ . . - .  . . . _ .  - r . .  - 

~ . .  - .  . . .  - 
I__ --I-_ - -- .. ~~ . . ~. . , 

1% Approved Dliposition lnitnrdonr This agency recommends that  the file series be cut off a t  t h e  end of each: 

~. 0 Calendar Year; 0 Fiscal Yeai:‘O Other . .--;.then. 
. .  ~. ~< .~ .-- 

.. 

0 Hold in the current files area month(r) yeark); then 
0 Transfer to local holding area; hold -~--~-year(s); then 
0 Transfer to State Records Center; hold -----yearts); then 
0 Destroy. 
0 Transfer to State Archives for permanent retention. ., 

X8 0 t h  (Swcify) , .  
. .  

When f ina l  action is taken, remove folder fromactive f i l e  and place i n  inactive 
f i l e ;  cut off inactiv2 f i l e  a t  -end of each calendar . .  year, hold i n  inactive f i les . ~ j  I : 
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I ’   area^ 2 years; then destroy‘. .- - 
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Then  instructions apply to a l l  prior and future accumulations of the series. 

lecommendationr in pera- 
raph 12 are approved. 
If dispptvved, attach lettw 
if explanation.) 


